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POSTAL AND COURI ER SERVI CES
HQ USEUCOM Couri er Service
1. Summary. This Directive provides policy and procedures for operation of

t he HQ USEUCOM Courier Service and use of the Defense Courier Service (DCS).

2. Applicability. This Directive applies to all USEUCOM directorates/
staff offices, subordinate el enents and conponent command headquarters.

3. Internal Control Systens. This Directive contains internal control
provisions and is subject to the requirenents of the internal managenent
control program For HQ USEUCOM and subordinate joint activities, the

applicable internal control directive is ED 50-8, Internal Managenent Control
Program

4. Suggest ed | nprovenents. ECJ1-AA is the proponent for this directive.
Suggest ed i nprovenents shoul d be forwarded to HQ USEUCOM ATTN:
ECJ1- AA, Unit 30400, Box 1000, APO AE 09128.

5. Definitions.

a. Couri er. I ndi vi dual designated to transport documents and tine
sensitive information.

b. Courier Materials. Itens to be transported by the courier. These
itens are limted to classified materials and unclassified time sensitive
mat eri al s.

c. Defense Courier Service (DCS). An international network of couriers
and courier stations for the expeditious, <cost-effective and secure
transm ssion of qualified classified docunments and material .

6. Policy.
a. Headquarters, U S. European Command wi || operate an official courier

service for transmtting classified materials and unclas-sified tine sensitive
materi al s between HQ USEUCOM SHAPE, JAC, USAREUR, USAFE, USNAVEUR

* b. Priority for use of the courier is for classified (TOP SECRET or
higher) and time sensitive materials and is not intended as a substitute for
other commonly accepted nmeans of transmtting information, e.g., nessage,

el ectronic transm ssion, nmail and Defense Courier Service.

C. Materials classified SECRET or Ilower and unclassified wll be
transported by the HQ USEUCOM Courier on a space available basis.
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Uncl assified materials will not be accounted for by ECJI1-A, the courier or
recipients.

7. Responsi bilities.

a. HQ USEUCOM Adj utant Ceneral (ECI1-A) will:
(1). Operate the HQ USEUCOM Courier Service.

(2). Task HQ USEUCOM direc-torates/staff offices to provide couriers on
a fair share basis of eligible personnel.

(3). Serve as the point of contact between HQ USEUCOM SHAPE, JAC and
t he conponent headquarters.

(4). Brief couriers and provide couriers with a list of personnel
aut horized to receipt for materials.

(5). Transport the courier and materials to and from the airfield of
departure.

b. HQ USEUCOM direct orat es/
staff offices will:

(1). Provide couriers on a fair share basis of eligible personnel.
El i gi bl e couriers nust:

(a). Possess a final SCI Cearance and a final COSM C TOP SECRET ATOVAL
cl ear ance.

(b). Be a Conmssioned Oficer O4 and below, Warrant O ficer or
Enli st ed.
(2). Ensure that only itenms that nust be transported by courier are

entered into the courier system
c. HQ USEUCOM ECJ2-SSO wi | | :
(1). Prepare courier orders.
(2). Brief couriers that are transporting SCl material .
d. SHAPE, JAC, and conponent headquarters will:

(1). Designate a single office as the point of contact for sending and
recei ving courier materials.

(2). Provi de HQ USEUCOM ECJ1-A with a list of personnel authorized to
recei pt for courier materials.

(3). Ensure that only items that nust be transported by courier are
entered into the courier system

e. Couriers wll:

(1). Properly safeguard and deliver all nmaterials to proper addressees.
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(2). Comply with courier instructions provided on their day of duty.
8. Procedur es.

* a. The HQ USEUCOM Courier will operate from HQ USEUCOM one day per week,
normal |y Wednesday, and will service Suprenme Headquarters Allied Powers Europe
(SHAPE), the Joint Analysis Center (JAC), Headquarters U S. Arny Europe
(USAREUR), Headquarters, U.S. Air Forces Europe (USAFE), and Headquarters,
U S. Navy Europe (USNAVEUR) .

* b. During weeks that contain U S. or local holidays that nmay effect the
use air space or noise restrictions, the day of the flight will be adjusted by
ECI1- AA.

* c. See Appendix A for a map of the Courier's route.

* d. See Appendix B for a schedule of estimated arrival and departure
tinmes for the Courier.

e. The courier wll take possession of all materials for delivery.
Materials will be delivered to properly identified personnel at each |ocation,
and other materials will be collected, as required. Upon return to HQ USEUCOM
all non-SCI nmaterials will be returned to ECIJ1-A and SCI nmaterials wll be
returned to ECJ2-SSO. Al couriers are responsible for properly
saf eguardi ng and di sposing of all materials entrusted to them

f. Personnel at SHAPE, JAC and conponent headquarters nust neet the
courier at the appointed tines as the «courier schedule is extrenely
constrained by crew rest provisions as well as the overall duty day at all
| ocations. Every effort nust be nade to adhere to the courier schedul e.

(1). Major schedule changes (airfield closures) will be tel e-phonically
reported to HQ USEUCOM i n advance of affected flight. Those initiated by HQ
USEUCOM (cancel -1 ations) will be tel ephonically provided to all stops.

(2). Last mnute or mnor schedul e changes (up to one hour delays) wll
be radioed by the aircraft pilot to supporting tower personnel at the affected
airfield.

(3). It is the responsibility of personnel neeting the courier to keep
abreast of changes in actual flight arrivals by maintaining contact with | ocal
tower personnel. Personnel should be at the respective airfield 10 to 15

mnutes prior to the courier flight's arrival.

(4). Couriers will be instructed to attenpt to tele-phonically contact
personnel neeting the courier, if when the courier flight lands, no one is
waiting. Couriers will wait a maxi mum of 20 minutes for no shows if unable to
t el ephoni cal ly contact anyone.

(5). Personnel rmust possess proper level security clearance and be on
the list of personnel authorized to receipt for courier materials. It is the
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responsi bility of SHAPE, JAC and conponent head-quarters to ensure the list is
kept up-to-date.

(6). Couriers will not deliver to personnel who are not |listed or who do
not properly identify thensel ves.

9. Preparati on of Courier Material for Transm ssion.

a. Material to be transported via the courier will be enclosed in a
seal ed opaque envel ope or sealed opaque container, such as a box or heavy
wr appi ng.

b. Seal ed envelopes or containers wll not show conplete nailing
addresses. A sinple one or two |line address should be sufficient.

c. Seal ed envelopes or containers will be clearly marked VIA COURIER in
| arge bl ack block letters.

d. Directorates/activities preparing material for dispatch will prepare
HQ USEUCOM Form 10-2-R, in duplicate, prior to delivery to
ECJI1- A

e. During duty hours, courier materials can be delivered to ECJ1-A, room
109, building 2302.

f. Smal | volunes of controlled and noncontrolled material should be
delivered to ECJ1-A by the CLOSE OF BUSINESS on the day preceding the day of
di spat ch.

g. Large volumes of material nust be delivered two work days prior to
di spatch of the next courier.

h. Transportation of bulky material/large boxes nust be coordinated
through ECJ1-A prior to delivery to ECI1-A ECJ1-A will coordinate wth
Flight Operations to ensure that adequate space is available on aircraft.

10. Travel O ders. HQ USEUCOM Couriers will travel without witten travel
orders. Individuals are eligible for per diem paynments when gone from the
Greater Stuttgart Area for periods in excess of 10 hours. Gone from Geater
Stuttgart Area nmeans departure from the Stuttgart Army Airfield until return
to the Stuttgart Arny Airfield. Couriers will have the TDY Orders prepared by
their assigned activity, up to and including item 19 of the DD Form 1610
(i.e., Acourier fromJ3 will have the TDY Orders prepared by J3). Once itens
17 and 18 of the DD Form 1610 have been signed by the requesting activity, the
TDY Orders will be delivered to the OVMC (Oficial Mil and D stribution
Center) for necessary fund cite and conpletion of the orders. OVDC will then
return the orders to the courier for filing of the settlenent voucher.

11. Use of Defense Courier Service.
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* a. The DCS courier stops at HQ USEUCOM every other Tuesday. Materials
to be transmtted by DCS should be turned over to the HQ USEUCOM OVDC by CLCSE
OF BUSI NESS t he Monday before di spatch.

b. Mterials will be acconpanied by a DCS Form 1, with only bl ocks (d),
(e) and (f) conpleted. OVDC personnel will sign for receipt of the material
and conplete a new DCS Form 1 that transmits all materials the OVDC has for
the DCS couri er.

C. OVMDC personnel wll receipt for all incomng materials from DCS
bearing the OVDC account nunber. ECJ2-SSO will receipt for all incomng
materi al s bearing their account nunber.

d. OWVDC personnel will notify activities when they have materials from
the DCS courier for pick-up.

FOR THE COMVANDER | N CH EF:

OFFI A AL: DAVI D L. BENTON, [11
Li eut enant General, USA
Chief of Staff

SUSAN M MEYER
LTC, USA
Adj ut ant General

D STRI BUTI ON:
P

APPENDI XES:

A - Courier Route

B - Courier Schedul e

C - HQ USEUCOM Form 10-2-R
D- DCS Form1
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APPENDI X B

COURI ER SCHEDULE
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